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Press the novice learn: Office 2010 computer office (Value utility version) completely starting from the learner's
point of view. select the most practical and useful knowledge. let your learning do useful work. Uses illustrations
to explain on the way. eliminating the need for complex and difficult-to-understand text description. really
simple and straightforward. intuitive and easy to understand. Novice learn: Office 2010 office computer (Value
practical version) content selection follow the practical. comprehensive principle. novice learning: Office 2010
office computer (Value practical version) a total of 13 chapters. including Office2010 QuickStart application to
create and edit office documents. office documents produced illustrations. production office forms. advanced
features of Word office application. create and edit spreadsheets. formulas and functions. tabular data analysis
and management. the creation of charts attractive PPT and application design. create and edit slide. slide set
and screenings Office2010 office applications instance knowledge. Explain knowledge. each chapter also set a
number of practical tips for improving your ability to deal with practical problems. The book is not only
suitable for the Office2010 beginners. and used as teaching materials for relevant training courses. Contents:
Chapter 1 Office 2010 novice Quick Start First Getting Started - will learn the foundation theme an awareness of
the brand new Office 2010 theme 2 Office 2010 components common operating Next novice improve - Skills
Development theme set the theme of the Quick Access Toolbar 2 set Last novice training Ribbon - Create and
define a common toolbar Chapter 2 edit the contents of the document in Word to create and edit office
documents First novice entry - will learn the basis of...
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